
Has the candidate ever 
been a Legal 
Secretary?

Does the cadidate have one year of 
experience performing the duties of a 

Senior Legal Typist?

This candidate 
may be eligible for 

appointment.

Two years of experience in a private law firm, corporate law office, or a 
legal program in a governmental agency performing a full range of legal 
secretarial duties, which requires the preparation of legal documents for 

filing and service. 

[(1) Academic education above the 12th grade may be substituted for six 
months of the required experience on the basis of either (a) one year of 
the general education being equivalent to three months of the required 

experience; or (b) one year of education of a business or commercial 
nature being equivalent to six months of the required experience; or (2) 

Completion of a certificated legal secretarial program may be substituted 
for one year of the required experience.]
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NO
YES
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LEGAL SECRETARY

This candidate is 
most likely not 

eligible for 
appointment.

NO

YES

This candidate may be eligible for 
appointment.

If utilizing education in place of 
experience, please instruct the 

candidate to bring a copy of their 
transcripts or their completed 

certificate to the interview.

YES

http://www.dgs.ca.gov/ohr/Resources/Toolkits/HiringToolkit/HiringGuides.aspx
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